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OPERATIONAL SERVICES DIVISION
Job Aid:
How to Create a Grant Posting from Scratch in COMMBUYS

This Job Aid shows how to:
e Create a Grant from Scratch in COMMBUYS

Of Special Note:

All state agencies are subject to 815 CMR 2.00, State Grants, Federal Grant Awards, Federal Sub-grants and Subsidies
as well as the Office of the Comptroller’s policy on State Grants, Federal Sub-Grants and Subsidies. Departments must
use COMMBUYS to publicly post the availability of a discretionary Grant or Grant Program and publish the results of
grantee selections. Use of COMMBUYS to receive electronic quotes for grant opportunities is optional; however, state
agencies are encouraged to require grantees to register and submit quotes (applications) through COMMBUY'S, which
provides a central repository for receipt of electronic applications. As more grantees use COMMBUYS to identify grant
opportunities, they will have a single location to apply for grants from multiple state agencies, resulting in efficiencies for
both the grantees and the state agencies.

Bids (Grants) are documents used to request responses (quotes) from potential Grantees. This job aid will start at the
point of creating a new bid for posting Grants, which is a very similar process to posting any other bid document.
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OPERATIONAL SERVICES DIVISION

Job Aid:

How to Create a Grant Posting from Scratch in COMMBUYS

Screenshot

COMMBUYS

OPERATIONAL SERVICES DIVISION

COMMBUYS is the only official procurement record sy forthe C alth of

M h tts’ E. Depar COMMBUYS offers free internet-based access to all
public procurement information posted here in order to promote transparency, increase
competition, and achieve best value for Massachusetts taxpayers.

COMMBUYS INFORMATION:

For more information on COMMBUY'S please visit the COMMBUYS support pages.
Training and Registration for Pyrchasers

Training and Reqistration for Sellers

dob Aids for Purchasers

Job Aids for Sellers

If you have any questions or concerns contact the COMMBUYS Help Desk at
COMMBUYSEstate ma. us or ring us during normal business hours (8AM — SPM Monday —
Friday) at 1-888.627-8283 or 617-720-3197.

— Reqister

Register here to begin using COMMBUYS.

Vendors, please read this disclaimer prior to registering.
o Complete Reqistration

Complete registration here to begin using COMMBUYS.

Vendors, please read this disclaimer prior to completing registration.
— Open Bids

Browse open bid opportunities.

L L= Active Contracts

Browse active Contracts/Blankets.
- Contract & Bid Search

Search for Bids and active Contracts/Blankets,
— Reqi red Vendor reh

Search for registered vendors,

Login ID:

Password:

Forgot your password?

® 2014 Periscope Holdings, Ing.
All Rights Reserved

COMMBUYS

Directions
Step 1: COMMBUYS Landing Page

1. Launch the COMMBUYS website by
entering the URL for COMMBUYS
(https://www.commbuys.com) in the
browser.

2. Enter your Login ID and password and
click the Login button on the
COMMBUYS landing page.

Basic Purchasing Inquiry

December 17,20132:3256PMEST D@ 4l » € s W %
Buyer Buyer

Step 2: Selecting role in COMMBUYS

Upon successful login, select the Basic
Purchasing role on the upper right side of
the page.
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OPERATIONAL SERVICES DIVISION

Job Aid:
Screenshot Directions ‘

Home | Items v _ Vendors v |

Home - Welc h

POS.— Ready To Open
Dash In Progress

L loabed o | Ready for Approval
_ Quotes > Ready to Send
Sent
Opened
Returned

Step 3: Start a new Bid Document

From the Navigation Bar, select:
Documents > Bids > New

Evaluated
Approved
Bid to PO
Canceled

Step 4: Select method to create New Bid

Please select the method to create a new bid-

@ Create a bid from scratch.

© Clonea bid fom another documert 1. Select the Create a bid from scratch
©  Copy Contracts For Renewal. radlo button.

2. Click the Continue button.
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OPERATIONAL SERVICES DIVISION

Job Aid:

How to Create a Grant Posting from Scratch in COMMBUYS

Screenshot
New Bid
General | ltems Address Accounting Routing Attachments Notes Bidders Amendments Q&A Reminders Summary
Bid Number.
Status
How Solicited Email z
Department * -]
Location™ j
Show on Web v
Required Date
Available Date “*(MM/DD/YYYY HH:MM:SS AM or PM) m
Bid Typs: OpenBid [=]
Control Code
Print Dest Detail Always T\
Purchase Method* Blanket Z]
Blanket Begin Date *(MM/DDAYYYY) 82;'::2{3"““ [
Tax Rate
Solicitation Enabled No
Item Single Award Only
Info Contact
Pre-Bid Conference
(Max size: 250 characters)
Bulletin Desc
(Max size: 500 characters)
Quote Notification
Date Last Updated

Directions

Step 5a: Left half of General Tab on a Bid

This is the left half of the Bid General tab
where you select the Bid Opening/Closing
date and contract dates (if applicable).
COMMBUYS generates a BID number after
you save your information on the General
tab.

Optional fields:
e Select How Solicited from dropdown:

Email (default), Fax or Telephone

If not automatically populated, select from
dropdowns:

e Your Department
e Your Location

e Show on Web: This should be checked
for Grants to ensure the bid displays and
is searchable in COMMBUY'S without
having to login

e Service or Commodity Required Date

e Available Date: The date a Grantee is
able to open and download the Grant
application and other documents.
Grantees can also begin to enter online
responses at this time. For Best Value
Grant Notices of Intent to Award, the
date would be the date of the Notice.

e Bid Type. Select open or closed. Only
select closed if all Grantee(s) are
registered in COMMBUY'S and restricting
applicants to a select group of registered
vendors. Most Grants will be OPEN

e Purchase Method dropdown: Select
Blanket. Once Blanket is selected, two
additional fields requiring input- populate.

e Blanket Begin Date: The anticipated
beginning date of a contract or award.
Click the calendar icon to select blanket
start date.

e Info Contact. Input the contact name if it
differs from the purchaser.

e Pre-Bid Conference: 250 character field
to capture BID conference information.

NOTE: all fields that list an * are required.
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OPERATIONAL SERVICES DIVISION

Job Aid:

Screenshot Directions
Step 5b: Right half of the General tab on a Bid

This is the right half of the Bid General tab.
The

Description:*

Purchaser*

Type Code:

Fiscal Year*

Organization:

Allow Electronic Response:

Bid Opening Date”*(MM/DD/YYYY HH:MM:SS AM or PM)
Purge Date:(MM/DD/YYYY)
Informal Bid

Estimated Cost:

Alternate ID:

Catalog Id

Blanket End Date:-*(MM/DD/YYYY)
Print Format: *

Enable Rolling Enroliment:

Enable Open Enroliment

User Last Updated

Espindola, Annemarie E]

[=]
2016~

Operational Services Division

v
t °
]

=

$0.00

[-]

Bid Print|[~ |

Bid Description: Must include title of the
Grant (the word “Grant” must be included
in title) and any other identifiable
number. (Limit 160 characters).

This is the key searchable field to locate
the Grant and the key identifier for
tracking within COMMBUYS.
Purchaser: Defaults to designated
purchaser.

Type Code dropdown determines
master blanket type.

Select Type Code NS, Non-Statewide
Solicitation only.

Allow Electronic Response: Check if
Mandatory fields for Blanket: the
Grantees are submitting their
applications as electronic quotes within
COMMBUYS. If there is an alternate
application submission method, uncheck
this box. For Best Value Grant Notices
of Intent to Award, this box would be
unchecked.

Bid Opening Date: The date selected
on the Bid (Grant) when the response
period is closed to the respondent.
COMMBUYS will no longer accept
quotes for that Bid and the Grantor is
able to open and view quotes. For Best
Value Grant Notices of Intent to Award,
the date would be the final date for any
challenges to be filed related to the
Notice.

NOTE: DO NOT USE Purge Date.
Informal Bid: If selected,
Commonwealth users can see the
submitted Grantee quotes before bid
opening date (Grant Response
Deadline).

Blanket End Dates: Enter the
anticipated contract or award end dates
using the calendar icon.

Click the Save & Continue button when
finished.
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OPERATIONAL SERVICES DIVISION

Job Aid:
How to Create a Grant Posting from Scratch in COMMBUYS

Screenshot Directions

Open Market Bid BD-15-1080-0SD01-0SDEP-00000000257 Step 6: General validation errors

hems Address Accounting Routing Attachments Notes Bidders Questions Amendments Q&A Reminders Summary
e COMMBUYS assigns a Bid number and

+ totems. generates General Validation Errors (in
Red) of ‘No Items’. Click the Items tab to
remove the error message and to add
items to the bid.

Siep 7: Add ftems (0 the Bid

General UGS Address  Accounting Routing  Aftachments Notes Bidders Questi Q&A I[ Summary
Adiress : o e Click the Add Items Button to add item or
There are no items. Please click 'Search ltems’ or 'Add ltem’ below to add an item. SeI’VICGS tO the B|d

v | e |

Copyright © 2014 Periscope Holdings, nc. - All Rights Reserved

Step & ltem selection Page

— ..,. B p—— T Input the item or service information. Major fields
ol Address Notes on thIS page InC|Ude.
P e Print Sequence* — Value defaults.
Print Sequence® 1.0 ltem Status: 281- In Progress
Descrpton”. &) Stock ke Hurber 5] e Description* — Enter complete
i description of Grant, eligibility or Best
- Value Notice of Intent to Award.
Quantity Unit Cost Net Unit Cost uom Discount % Total Discount Amt. | Total ) )

) ) I 00 000 | so e Quantity — Enter quantity (must be at
usesc —— least 1). If Grant is for a specific number,
S—— - S enter that quantity. If unknown, enter 1
puEPsc o e Sxences ameurt 5000 (which will be used most often for
Commodiy-EFP Lookup Commodty-EPF. G rants) .

Manufacturer: Brand: Mode!.

e Unit Cost — Enter cost, if known. (leave
$0 if unknown)

Make: Packaging

_ SavedAddNew ||  SavedExt || Save& Continue || Reset || cancelaExit _

Copyright © 2014 Periscope Holdings, Inc. - Al Rights Reserved.

e UNSPSC - Set of codes that classify
goods and services into standardized

groups.
o Segment/Family
o Class

NEW UNSPSC Grant Opportunity Code — code
number created within COMMBUYS for the
Commonwealth of Massachusetts to codify a
grant as opposed to a commodity is 000000. All
Grants can be found under this code and it
should be used in addition to other codes you
choose to identify the required service.

Other Product Information — These fields are
optional.
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Job Aid:
How to Create a Grant Posting from Scratch in COMMBUYS

Screenshot Directions

Step 9: Commodity Service Codes Page

| Commodity-EPP and Semvice Codes

...... e After clicking the eyeglass icon, the Search Code

...... = screen populates.

= Mewees  C Use the available search dropdowns and fields to
.

find the best code.

Select the radio button on the left side of
the screen to choose the best code(s),
and click Save & Exit to return to the
Items tab. Add as many items as
required for the Bid by clicking Save &
Add New.

[ree——

e Remember the GRANT Code to signify a
grant as opposed to a commodity is
000000. All Grants can be found under
this code and it should be used in
addition to other codes searched for and
chosen to identify the required service.

e Click the Save & Exit button once
finished with all required bid items and
the Items General tab redisplays.

Click the Address tab to continue once all items
are added.
Step 10: Address Tab

Open Market Bid BD-15-1080-05D01-0 SDEP-00000000257 Status: 281 -In Progress  F

General ttems [EULLSGd Accounting Routing Attachments MNotes Bidders

Q&A i Summary

Ship-to Address

Bill-to Address L]

1080 - Conversion Address H@

080 - Conversion Address

[

Click the Address tab to continue the
bid.

One Ashburten Place, Room 1017
Boston, MA 02108

One Ashburton Place, Room 1017
Boston, MA 02108

Emal: test@goperiscope.com

Review the Ship-to and Bill-to
Addresses.

Emall test@goperiscope.com [

1 1 -

Copyright @ 2014 Periscope Holdings, Inc. - Al Rights Reserved.

e Click the Eyeglass icon to add or
change either address.

Note: Organization Administrators (OA)
maintains the Ship-to and Bill-to addresses. To
update or add additional addresses, contact the
OA.
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OPERATIONAL SERVICES DIVISION

Job Aid:
How to Create a Grant Posting from Scratch in COMMBUYS

Screenshot Directions

Lookup Ship-to Address - Open Market Bid BD-15-1080-0SD01-0OSDEP-00000000257

Search Using: | ALL ofthe criteria =
Department ID Department Name
Department Suffix Department Suffix
Search D Hame
Fields: . .
Location 1D Location Name
City County
Browse by: ABCDEFGHIJKLMNOPQRSTUVWXYZ
[ Find ft Il Clear ]

Close Window

Copyright ® 2014 Periscope Holdings, Inc. - All Rights Reserved.

Step 11: The Lookup Ship-to Address window
displays.

¢ Input the search criteria and click Find It.
e If no criterion is entered, all possible

addresses for the Organization will
appear by clicking Find It.

Select

oepartment Dsparien oepartment Dsparme amessmo— Step 12: Lookup Ship-to Address search
D Name results display.
i ° 00100 PETSPLUS 100 1005 ?:I‘Eélmsmn
e Check the Select radio button adjacent to the
e B address you would like to select. Click the Select

button at the bottom of the page

Open Market Bid 00000102

Bill-to Address

Enai: gfores@perscopeholngs com
Prone: (512)685-9403%]

oeeew

Step 13: Ship to Address populates

The search page closes and the selected
address populates the Ship-to Address.

Click Save & Continue.

Open Market Bid BD-15-1080-0 SD01-0 SDEP-00000000257 Status: 281 - In Progress

General ltems Address Accounting Routing [LEESLENEN Notes Bidders

Summary
o Click Add File to add file attachments.
HNo File Attachments

Forms

€ Ciick Add Form to add form attachments.

Copyright ® 2014 Periscope Holdings, Inc. - All Rights Reserved.

No Form Attachments

AddFie [ AddForm

Stepl14: The Attachments tab displays

Click the Attachments tab. The Attachments tab
displays. Attachments include Grant Application
and Required Forms/Contract Documents.

For Best Value Notice of Intent to Award, the
Notice and any supporting information should be
posted as Attachments.

Click the Add File button to add a new file.

Note: Add Form is not currently a working
function in COMMBUYS.

JA_Buyer_How_To-Create-A-Grant-In-Commbuys_2015-08-31
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Job Aid:

How to Create a Grant Posting from Scratch in COMMBUYS

Screenshot Directions

Add File

o Name is the display name for the fle that will appear where attachment repository files are displayed. It can be different from the name on disk and can contain alphanumeric ch

Name*: sample attachment.docx

Step15: Add File window

The Add File window opens. Complete the
following fields:

Forms

@ Cick Add Form to add form attachments.

Copyright @ 2014 Periscope Holdings, Inc. - All Rights Reserved.

No Form Attachments

Save & Continve || Add File ) | Add Form

Description

File* C:\My Files\1- C of -Tr T Browse... . .

Locaton agncy o Name — Enter file name (Will auto
_ Sa&Eit || Sa&Coninue || Reset | cancazbat | populate if left blank)

e Description — optional

e Click Browse to select a file.

e Click Save & Continue to add another
file or click Save & Exit when all files
have been added.

Step 16: Attachments tab
General ltems Address Accounting Routing Notes Bidders Summary
The Attachments tab redisplays with the new file
Name Description Vs:;?:luovr Attached By Attached Date Delete attaChed *
Tulips.ipg Test Buyer Buyer 082172014

Open Market Bid 00000102

i General ltems Address Accounting Routing Aﬂachmenb(l]m Bidders Questions Amendments Q&A Reminders Summary

D‘”e Note Date| User Note

Sample Note. -

Reset

Step 17:

e Click the Notes tab (this is an optional
tab).

e Add any text or note in the Note box.
Notes are viewable only by
Commonwealth users. Vendors cannot
access or view these notes.

e When complete, click Save & Continue

JA_Buyer_How_To-Create-A-Grant-In-Commbuys_2015-08-31




D

OPERATIONAL SERVICES DIVISION

Job Aid:
How to Create a Grant Posting from Scratch in COMMBUYS

Screenshot Directions

Open arket Bid 00000190 B § Step 18: Bidders tab

General Rems Address Accountey Roung  Afichmenis(i)  Notestt) Quistions Amesdments QLA Reminders Summary
‘Subcontraciors  Quote Aty

e Click the Bidders tab. In general, a bid
(RFR) should be open to
all.(Unrestricted)

Vendor Name

Yendo e o e Several options can be set on the Bidders tab:

Show Uil Prices o Vendees

o Select bidder participation

) Hide Bid HoiderListon Vendr Side

o plsse sa

i | v ] o Unrestricted — Any vendor can respond
’ to the bid. (For Grants select
Unrestricted.)

o Restricted — Only listed vendors can
respond to the bid. Should only be used
for Grants when all eligible Grantees are
confirmed as registered vendors in
COMMBUYS.

o Show the Unit Price to Vendors —
When unchecked (default) bidders
cannot see the unit price for bid items.

o Hide Bid Holder List on Vendor Side.
When checked (default), bidders cannot
see who has responded to the bid.

e Click Save & Continue.
e Click Lookup & Add Vendors.

JA_Buyer_How_To-Create-A-Grant-In-Commbuys_2015-08-31
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Job Aid:
How to Create a Grant Posting from Scratch in COMMBUYS

Screenshot Directions

Lookup & Add Reference Vendors - Bid BD-15-1080-05D01-0SDEP-00000000257 Step 19: Lookup and Add Reference Vendors
s | e e - screen
Find I ) Clear
sercn | veraor e e Optional. The Lookup and Add Reference
B veoriean Vendors screen displays. This should be used to
— Sl ” PP select non-public entities ONLY, if they are
e o eligible to respond to the grant opportunity.
sate .
ey Spters | terece encer Scroll to bottom of the screen and select Find
UNSPSC Class - Vendors for All Commodity-EPPS on the Bid
un e s epvora button. The results will display with the Vendors
T 130 DUNS e essgned o my Susinss who selected the same commodity code as the
Environmentally Preferable Product - : bld |tem(s).
MEE Cortiind [—
promatrey fiscaunt w COMMBUYS automatically matches the vendors
(IS B ) OB o who have correctly registered with the selected
Geograpnical Service Area n Massschuseits [P UNSPSC codes. These vendors will receive an
Servce Disabled Veteran Owned usinesa — email notification of the Bid.
500 Certiod [—
Business Structure -

Sole Proprietor -

AGREEMENT AND TERMS OF USE FOR SELLERS

Business Type =
Business Enterprise ( for proft) ~
Women Non-profit Organization (WNPO) Certification P
Not Cerlified  ~

Program || Small Business Purchasing Program

|

ABCDEFGHIJKLMNOPQRSTUVWXYZ

Browse by:
by 012345678910

I Find it il Clear |

Select | VendorlD | Vendor |Altenate| LastPODate | LastBidDate | Address | City | State | Contact | Phone | Reference

Step 20: Dialogue box with Warning Message

& lame | D Name Vendor
25 e A dialogue box displays with a Warning Message
0 g [Tt sapwe | Goeme | WA |0 anini (v h | i | f
e PG o Dis when selecting a large number of vendors.
- Revent <, e Click OK. The popup window will
o oo e R i disappear and all information populates
p—— in the bid.
A e PO Bax Mstha | (181513
5] DS | Company, . Bestn | WA e . .
o i Pars |8 e Click Save & Exit to return to the

- Savedict J{ Saved Contee JI Find Vendors for Al Commodity-£PPs oa the B4 [ Cose Wnsu - Vendors tab.

Copyrght & 2014 Perisoaps Holding, Irc. - Al Rights Ressrved.

T =

g Warning: All vendors have been selected for email notification. A large
LB quantity of vendors may take several minutes to process.
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Job Aid:
How to Create a Grant Posting from Scratch in COMMBUYS

Screenshot Directions

Open Market Bid BD-15-1080-0SD01-OSDEP-00000000257 Status: 281 Progress | Step 21: Vendors tab

Genersl Mems Address Accounting Routing Attschments(1) Wotestt) [EZTIILY Questions Amendments Q&A Reminders Summary
EZEE subcontractors  Quote Activity . .

ot porcoson s cose et vty The Vendors tab will now display all the
Ueskictod i, akvedors caniew and 1099008 Vendors who selected the same UNSPSC

coiphelaisbad i codes as the Grant.

Delete| VendorID | Vendor Name Preferred
Delivery
Vendor Address Method
00000051 RR Donneley Bid Usiing Address: Ad3 New Address Paper Copy Maled

General Maiing Address - Susan Sheridan 400 Blue Hill Drive Su.. ~

400 Blue 1Al Drive
Sute 100
WWestwood, MA 02090
us

4503 New England Office | Big Maing Address: Add New Address Paper Copy Maied
Supply (NEOS) =
piveer) General Mailing Address - Patricia Vacca 135 Lundquist Or Braintre. ~
135 Lundauist Or
Brantree, WA 02184
us
4851 Wuratec Amenca, Bid Maiing AS New Agcress Paper Copy Uaied

General Mailing Address - Jerry Roberts 3301 E. Plano Parkway. Ste.. ~

3301 € Pano Parkway, Ste $100
Plano, TX 75074

1 Show Unt Prices t Vendors
] Hide B Holder List on Vendor Sice

(© Betore you look up bid vendors or 832 2 new vendor, please save your unsaved changes. Otherwise you wil ise those Changes.

I ]

Copyrght © 2014 Periscope Hokings, inc. - AllRights Reserved

Step 22 Questions Tab

erent e M i ety Kmnel) est) s CEED hmevimens 64 eriniers sney e Click the Questions tab. (This is an
Dolte | Queston’# | 5oL, | Roaured e EprrOE optional tab.)The Questions tab allows
’ o i AVALABLE. - you to create questions for the vendor to
i answer with a supplied response type.
e You can make these questions a
WMmmj::wi":z:m"m_MRZT:RMW_ required response by checking the

Required box.

e To change the Response Type, chose
from the available dropdown options.

e Once all questions are entered, click
Save & Continue.

Open Market Bid BD-16-1080-0SD01-0SDEP-00000000257 G Step 23 Q&A Tab

Queston | Cresed bate Mm.‘ Gueston Subject Quesion : Shon e S rg e Gn e Click the Q&A tab. This optional tab allows

prom - 5 - vendors and the Commonwealth to dialog within

- : . the bid. This feature is only usable before the bid

S opening date; however, the questions and
answers remain viewable after the bid is opened.

In addition, there are two options on this page:

» Allow Vendor to submit questions —
Make sure to check if questions are
allowed for the bid.

» Send notification when vendor sends
guestion — Use if you want notifications
of questions sent in COMMBUYS.

Click Save & Continue after each question.

JA_Buyer_How_To-Create-A-Grant-In-Commbuys_2015-08-31
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Job Aid:

How to Create a Grant Posting from Scratch in COMMBUYS

Screenshot Directions

Status: 2B1-In Progress =

Open Market Bid BD-16-1080-05D01-0SDEP-00000000257

General Items Address Accounting Routing Attachments(1) Motes(1) Bidders Questions Amendments Q&A [[ETTOIrd Summary

Due Date” Comment* Remind Whom* Days Date Completed | Send | Date | Entered
(MM/DDIYYYY) (max 250 characters) Prior (MM/DD/YYYY) | Email | Entered By
to
Remind*
E - - a

I |- R

Copyright © 2014 Periscope Holdings, Inc. - All Rights Reserved

Step 24 Reminders Tab

Click the Reminders tab. (This is an optional
tab.)

To create a reminder, input the information on
the Reminder tab including:

Due Date

Comment

Remind Whom

Days Prior to Remind
Send Email

O O O O O

When the reminder is sent, the tab updates with
the Date Completed.

Geoert oms Adires ocounting Routng Atschmentst] MNote(f] Bidders Ouestions Amendmenes Q8A  Seminders (NI
Bid Number: 50-14.100008001.OSDEP ONNN2ST Description: et Status: 25110 Prgess
Purchaser: Syt Minor Ststus: How Sokcited: et
Organizaton: CparatonsSarces rvaen
Fiscal Year: 5 Department: 08001 - Oparatonai Sarvices Divsen Location: OSOEP - Cangrens 3t
Show On Web: Yo Allow Electronic Quote: Yo Required Date:
Bid Opening Date:
Purge Date:
B Type: omna otorma Bi: "
Control Code: Estimated Cost: 0o print Dest Detait
Aternate 0: Purchase Method: - Catalog  (for contracty:
Blanket'Contract Begin Date: Bianket/Contract End Date: Type Code:
Info Contact: Bulletin Desc: Pre.Bid Conterence:
UNSP5C Code Certified Required: Ne Acknowledge inclusion required: e Hour of Acknowledge inclusion: © 2
Subcontractor nfo: Quote Horication: "
Date Last Updated: 082172014 09,4500 AM User last Updated: Buyer Beywr tem Single Award Only: hord
Shp-to Address: rman Pac, R 1 810 Address: One Astbuon Pace, Raem 1017 print Format: BapracFom
S UACEI0R Bonon A G20
LR —— et wgseacss som
Hotes: Tet
Solicitation Ensbled: %
Invoice Method: T Wy s
Siders: ‘Vendor i Vendor Name Responded
)| AR Doy aoe oy Vaea D
00N | Toa T Howes. e Faow Copy Vaind N
ssoun - ey e
ss01508 neogh Ine. N
0001557 | Shamrock Soenté Specety Systems. nc Paper Copy Maled Ne
s [worenerer [row coy s -
001t | At A el Sy | ABECO Pt o | Bt 0
Wwm |ommush Paoe Cory s 0
| nasons Pree s oty taes ™
2008 Rich Amences Paper Copy Vaied No
220531 Kovca oot Buseess Sovios USh_is___| Papr oy Vs 0
ars Encore images. inc. Paper Copy Vated N
2w | S Becvencs co 200 Gy Vores D
2200 JBS Pristng LLC Pape Cogy Waied N
00147 O A Banco and Soms. inc. Paper Copy Mated No.
) | #oee conr "
B3| wesme deasen e s oy Vaina -

Step 25 Summary Tab — Upper Half
Click the Summary tab.
The Summary tab provides a recap of the bid

information. Shown here is the upper part of the
Summary tab.

Transaction Size [Commonwealth
Departments Only}:

[Attachments

Files:

Forms:

ltem Information

Item #1: Test 261-nProgress [
[———
S s s e
@ | umom cou e mem | s -
o o e \ o \ W we
Jr—— - ot
e [
Pt ot
e

[Ceominreoa J|_cowen J|_oowee [ —en ]

g8, -

Step 26 Summary Tab — Lower Half

This is the lower part of the Summary tab
providing a summary of each item, as well as,
the action buttons currently available for the bid:

Submit for Approval
Cancel Bid

Clone Bid

Print

O O O O

After reviewing the information, click the Submit
for Approval button to submit the bid into
workflow for approval routing.

Skipped Tabs:
Accounting: Not in use at present.

Routing: Populates after submission for
approval.
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OPERATIONAL SERVICES DIVISION

Job Aid:
How to Create a Grant Posting from Scratch in COMMBUYS

Screenshot Directions

Step 27 Dialogue Box

Message from webpa

A Popup message displays stating, ‘Are you sure
you want to submit this bid?’

p— Click OK to continue with the submission.
@ Are you sure you want to submit this Bid? To cancel the submission, click Cancel.

Step 28 Ready for Approval Status

Ss: R4 - Ry fr hpprowel =

The Summary tab redisplays showing a status of
Gl b e oo Ry o) ) B Qe o 004 i) R Ready for Approval.

vl Valiaton Wamings

N i
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OPERATIONAL SERVICES DIVISION

Job Aid:
How to Create a Grant Posting from Scratch in COMMBUYS

Screenshot Directions

Home - Welcome Back Buyer Buyer Step 29 Control Center
e e L Once the bid is approved, the bid’s status will
In Progress{0) Ready for Approval(0) EGRECEULTEGETNGIPE Ready to Open(36) Opened(1) Approved{0) . ’ .
update in your Control Center. The status will
Bid # Organization Buyer Description change from Ready for Approval to Ready to
00000102 Operational Services Division Buyer Buyer job aid creation bid Send'
00000055 Operational Semvices Division Buyer Buyer sec test three

Click the blue hyperlink Bid # to open the bid.

Step 30 Summary TAB of Approved Bid
Delete | Approver Order | Approval | Level | Approver Date Date :
Sequence | Path Type Requested | Approved/Disapproved/Ce The bid opens to the Summary tab. Scroll to
D the bottom of the page.
Dr Linda Banks-Grant 1 1 Primary 01/15/2014 05:20:17 PM 01/15/2014 05:23:43 PM ) )
Under Send Bid Actions, Select the
appropriate RADIO button option:
Option(s) | @ Change bid status to "Sent" and notify vendors © Change bid status to "Sent" only.
[ e e S S ¢ Change bid status to ‘Sent” and notify
Vendor - general rule to send email

¢ Change bid status to “Sent’ only —
posts the Bid on COMMBUYS, but does
not send an email notification to the
selected bidders.

e Click on Send Bid button. The bid is now
posted on COMMBUYS.

Vendors may be able to respond depending
on the available date set on the General tab.

NOTE: If changes to this bid are required,
follow the “How to Create a Bid
Amendment” job aid.
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